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. RECORDS SERIES PROFILE . :
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i

$ '
SCHEDULE #: 77-0437-A

EFFECTIVE DATE: 05/31/91
Supersedes Schedule #: 77-0437
Effective Date: 11/10/77

Agency Code: 0466
Agency: Department of Public Safety
Creating
Office: Personnel and Training Section

Series
Title/Dates: "Background Investigation Files,” 1986 and continuing

Access: Closed (OCGA 50-18-72)
Class: Individual

Related To: Rackground investigations of individuals applying for
positions with the Department of Publi¢ Safety as troopers,
drivers’ license examiners, and radio operators for the
Georgia Department of Safety.

Arrangement: Alphabetical by applicants name

Retention
Requirement: Administrative: three (3) vears

Media: Paper

Disposition ;

Instructions: Cut off at end of calendar year,
Hold in current files area three (3) years, then
Destroy.

This records retention pian gives the State Records Committee approved
retention instructions for the named records series by the named creating
office. ' '

‘fﬂd4~mzbgi:Cll}-éﬁlo-~, | | -6~/
Edward Weldon Date
Secretary of State Designee

rge G91-02 05/23/91




APPLICATION FOR RECORDS RETENTION SCHEDULE

F

OFFICE OF THE SECRETARY OF STATE

DEPARTMENT OF ARCHIVES AND HISTCRY

RECORDS MANAGEMENT DIV!SlON

INSTRUCTIONS: See Publication No. 76-RM—

1 for instructions on completmg this form Forward slgried original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue At!anta Georgia, 30334,
Attention: Scheduling Sectlon A ‘ '

" FOR AGENCY USE

. Agency Addfess

Apptication Date

3. Act

o >r|

c.

_K.Amend A
4. Dates of Series
Earliest Latest

7-6-72 | Present

Application Numﬁgr

2. Person to Contact
K. D. Rearden

——— P. 0. Box 1456

Personnel & Training Division

Department of Public Safety ' Application Number

_For RECORDS MANAGEMENT USE

—— e

77-4Y37

Atlanta, Georgia 30301

Workmg Tltle
Personnel Qfficer

ction Réquested

D Estabnish Retention Schedule?record will continue to accumulate.

b. (O Dispose of present accumulation: fio further accumutation anticipated.
lication No, . 7.3-425
5. Records Series Title (followed by title used in office; if d.'fferent)

. Check One: & Change; O Supercede;

Background Investigation Files

e ——— by wﬁ,-.:%

Date Received Data Completed

|0CT 31 1977 dmv 10,

Telephone Number .
656-6070

0O Void -

6. Division and Office Function

Personnel and Tralnlng Division

7. 7Recorc_! Series Description

Documents relating to:

What is the function of the Division and the Office in which this record series is created?

Provides administrative control and supervision over the personnel investigative and
training functions of the Department

Attach sampies of the file.

AR-50-

9. Annual Rate of Accumutation of Records .
. Letter-sizedrawers .. 2 ___ ;leyalsizedrawers . ' _;Shelves

L

Thns file contains the followmg documents (mc/ude form numbers and ur/es if any):

Request for confldentlal background investigation of a11 Troopers,
Communication Officers, License Examiners and Clerk Dlspatchers

-t [

. Included are: Form GSP I-1 (cover letter for background investigation) which
‘ designates when the investigation was sent out to be investigated;
' ) to whom; the position desired; and, the applicants name and address.
‘Also, copy of Merit System app11cat10n and correspondence pertlnent
to the case.
File is arranged: Alphabetically by applicant's name. . <
-  J
8. Monthly Referenca Rate ~ "How often are records referred to which are: B T
QOne to six months old __ﬁ)___j_.. Seven ta twelve manths old .- - 22 _: Thirteen to twenty-four months oid ——_._ By,
twenty-fivemonthsandolder 7

—_:Other (specify) .

71, Aav 78

A—

vl

{Cver}



- i : - g CESEE Ra . - SR o Y k]
-

YES ,_&Q.iw Questionnaire__(Place an ““X" in the proper column) . ; A | J_’:
X e Is this the official copy of the serues? 7 L A
S If not, where is it? i _ _ =
X, b. Does the senes contauP confadent;al information requiring secunty handling? - If yes, cite law or reguiation. ~
—— — - e, " .
"X | ¢ Isthisa vital record? " o e R .
X | d. Does this series have hlstorncal or long term research value? : P e
N/A e. When one or two documents in the file make it necessary to keep the enture flle for 3 long period, could these
.. documents be scheduled sebarately?_ , e
X ﬁ nfgr gtiqmcgntalnadm th*iieugsgymublsshed?_Lxganach CONYa . e
X Q"\ the mfofm iom contained in this serizs ever analyzed and/or recorded in a summanzed report? .
ree oM yes.attachcooy, —_ e
h. Is there a duplication of this series in your offlce or in another off:ce or agency?
___f ves, where? R, e —
X1 1. 1s this series (or a major po:rma_af uquuJaﬂwmmroiﬂmed?- — .
1 X j.— Does the record series result in a computer printout? -
11. Retention Requirements ‘ . The foliowing requires the series to be kept:
a. State Law A . years, - . d. Audit period - Years.
b. Statute of Itmntatlon years, e, Administrative need .___P.‘_.E‘.’ﬁ_(,_),—-veafs
¢, Federal law . _.years. ~ f. Federal retention :nstruct:ons years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

Background investigations are completed on all uniform class applicants. Applicants

files are kept current approximately three (3) years. Investigations are confidential
and must be accounted for.

12. Annrm)ethisposition lnftrucﬁons This agéncy recoﬁ?ﬁends that the file series be cut orf at the end of each:

i) Calendar Year; OO Fiscal vear; [J Other B | then,
(@ Hold in the current files area — . __month(s) ____3 year(s): then
O Transfer to local holding area, hold . ____year(s}; then
{3 Transfer to State Records Center: hold year{s}); then ,
X Destroy. : X _ ~
0 Transfer to State Archives for permanent retentson )
O Other (Specify) ' ' o

( ) Concur

() Nonconcur ' ' : -

LM%/

Director, Personnel Section

These instructions apply to all prior and future accumulations of the series.

Date irds Management Offlcer (ngnature} ___ . L -D_at_e
. \_wtv Q&Q\\\ An- AN

. State Records Cornmlttee (Signature) Date -
‘ . . i ——__27.-& : - p—
graph 12 are approved. - State Auditor/Designee g W , ]—- -2
(If disapproved, attach letter 3 "' ' ’ T . - ]
of explanation.) , Secré%temesignee A / / - 7 "7 7
7 7 = .
Attorney ngeral/_Designee / _ /Z(/u_j / / f 7 7

Y I e A T a— h o {Fieve: 38 Gida)




- - o e TN AT T T T Y T R i v e - - FRBLAR LA A T st CSmel s Ccemno s namegg

; S .- ' OFFICE OF SECREYARY OF STATE
f b;m App]ication for DEPANTMERET OF ARCEIVES & BISTOMY 1
© GEORGIA RECORDS DISPOSITION STANDARD RECORDE MANAGENEST DIVIBION +

T e s

] ,Avpiication Date Insrﬁycr{gf‘s- Sea separate inatructions for completion of } FOR RECORDS MANAGEMENT DIVISION USE .
- i
\
front and 'revarse of this form. Sign osriginal and tuwo copies Date Meceived Application llo. Late Completed )
D, Asency dppitcation Mo, and forvard to De 4 , . I . '
partmant of Archives and Nistory, Attention: <
‘73-2 ’ JUN 20 1973 JUN 2¢ 1973
Recorda Management Officer. [ _

AGENCY, Diviefon. Subdiviaton L‘A:-Innurlng‘ofr:ce Aad‘ru. R .P!rlon to c=ﬁuet

‘Department of Public Safety : ‘ 7. H

Uniform Division Administrative Unit 1 Nancy Hyatt

P. 0. Box 1456 : . - .

Atlanta, Georgia 30301 5.terkin e g eno 6. 856-6083
7.ACT10N REQUESTED )

l! ESTABLISH DISPOSITION STANDARD,; DISPOSE OF PRESENT ACCUMULATION;

RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

8 .Earliest & Latest 9. Exact Series Title

Dates of Series ¢ Background Investigation Request Files
7-6-72-present : . ——

*What is the function of the office in which this record series is cregted?

10

The Uniform Division is responsible for the patrol of streets and highways of this state
to insure the safety of lives, injuries, and property, to investigate motor vehicle .
accidents, to be available for civil disorders or natural disasters, licensing of citizens
to operate motor vehicles, suspension or revocation of license, accident investigation and
computation of related statistics, supervises motor vehicle inspection records and distri-
bution of motor vehicle inspection stickers and other documents and insure the safety of
the Governor of the State of Georgia and his family.

GOpy Copy

1. This file contains the following documents (include form numbers end titles, if any,
and file arrangement).

Documents relating to request for confidential background investigation of all troopers,
radio operators, license examiners and clerk dispatchers.

Included are: Form GSP I-1 (Cover letter for background investigation) which designates
when the investigation was sent out to be investigated; to whom; the posi-
tion desired; and, the applicants name and address. Also, copy of Merit
System application, and correspondence pertinent to the case.

The file is arranged alphabetically by applicant's name.

ATTACH SAMPLES OF THE FILE

12 . EQUIPHENRT ACCHPTIED Mo. of Drawvers Cu. PL. of Records l fo. of Dr__nv_crl Cu. PL. n! Records
ANAUAL RATE OF ACCUMULATION

Letter-eize Fille Dravers 1/2 ‘75 1/2 .75

In Ofricels) ) In Storage Ares{s)
Legai-size File Dravers . Fioor Space Occupied (Squere Feet)
e ————
his Last Precedingfall Prior
Year's Year's Year's Yeary'
AVERAGE DATLY REFERENCES 2 1 0 0

fors: AR-3%0-T1
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. QUﬁSTIONNAIRE Plece an "x” in the proper column. If anaver is "YES,” please explaln i YES Nﬂ
ABT Is this the Record Copy of the series? [x]‘ {1 i
)

14. Is there a dupllcatlon*of this series in another office or agency‘?Personnel 0ff1CF T[]
+ (Part of 201 file if applicant is hired.): °

15. Is the information contained in this series ever summarlzed or publlshed? | () [x] .
Attach copy of summary or publication. ) :
16. Does the seriés contain c1a551f1ed 1nformat10n requlrlng security handling? [ 1 [x]
1T7. Does the series iﬁitiate, amend or terminate agency policies and procedures? [ 1 [x
18. Could the functicn be performed if the files were lost or destroyed? [x] [ ]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? ‘[ 1 [
20. Does the record series provide data as input to an EDP file? [ ] [ %]
21. Does the record series¢contain documentation produéed as EDP printout? {1 [x
22. Has the Federal Government issued instructions governing the retention/dispo- [ 1 [

sition of these files? )

23. Will there be a need for these records 10, 15 years from now? If yes, what? T1OIx

24, REQUIREMENTS. The following requires the files to be kept 2 years:

a&.[]JSTATE b.[]STATUTE OF c.[)AUDIT d.[ JFEDERAL  e.[dADMINISTRATIVE f.[]HISTORICAL
LAW LIMITATION PEBIOD . LAW ‘ DECTSION VALUE
{Cite Law, Statute, or other reason for the retention requirement)

Any applicant investigation 2 years old or older has to be completely
re-investigated.

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[JCALENDAR YEAR -[]FISCAL YEAR -[]OTHER . ,then:

[x] Hold in the current files area month(s)/ year(s):

(%] Transfer to [x] State Records Center [ | Local Holdlng Area; hold _year(s):
[X] Destroy. .

[ ] Transfer to State Archives for permanent retentlon

[ ] Destroy immediately after cut-off.

{ ] Other: (Specify?

D
ggzb .
s

o

cur 63/{ Nonconcur (

M en r (Stgnature1§& Date iy

X OTHER REQUIRED SIGNATURES DATE
MO0 et m& Do Noua & \‘\'\." e :
26. Recommendations Ageﬂcy Head/Designee '

in paragraph 25|[*] Approved | Dwuproved

Aﬁgproveq_[_]_Disapproved
of State/Designee
ed [ ] Disapproved




